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1 Receiving against Purchase Orders

The Requester or the designator for contracts (PR&C’s), MIPR’s , DD1556’s , and
utilities purchase orders require receipts. When services or goods have been received,
the requestor receives or prepares a DD250 (material inspection and receipt report) for
items not covered by contract. The receipt confirms the delivery of goods or that services
were performed. The invoice sent to DFAS for payment is matched to the purchase
order and its related receipt before payment is made. This three-way match confirms the
following:
e Quantity billed on the purchase order shipment is less than or equal to
Quantity ordered price on the purchase order shipment.
e Invoice price on the purchase order shipment is less than or equal to Purchase
order price on the purchase order shipment.
e Quantity billed on the purchase order shipment is less than or equal to
Quantity received on the purchase order shipment.

Entering purchase order receipts allows period-end accruals for un invoiced receipts for
Expense distributions.

1.1 Find Expected Receipts

Navigate to the Find Expected Receipts window by selecting Receiving > Receipts
from the navigator menu.

ected Receipts

Supplier and Internal Customer

Source Type
Purchase Order Release ’—
Line I— Shipment ’—
Requisition Line ’— Shipment
Supplier Supplier Site

Include Closed POs

Receiving Location
Date Ranges  Shipments Destination

lterm, Rev |

Categary |

Description |

Supplier ltem |

e -

Clear

. select J to clear all the fields.
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e Leave default to All in the Source Type field. Currently SDDC only uses

Supplier source types.

e Enter purchase order number in the Purchase Order field or select from the list

of values.

J Click(

1.2 Receipt Header

). The Receipt Header window appears.

Receipt Receipt Date  [26-MAY-2004
Shiprment Shipped Date
Packing Slip Wayhill/Airhill
Freight Carrier Bill of Lading
Containers Received By |F'ARR|SH, HICCI

Supplier |DREW, SIDNEY

Add To Receipt

Comments |

i ]

e Enter the following information on the Receipt Header window:

Receipt Header

Instructions

Comments

New Receipt button

Defaults

Receipt Date

Defaults to the current
date.

This date can be changed if
the services or goods were
received in the same month.
If the services or goods were
received in a prior month,
accept the current date then
adjust the acceptance. See
section 3.1.4 Adjust
Acceptance Date.

Comments

Enter the invoice or
statement number in this
field.

e Close the Receipt Header window by clicking on the lower portion of the
window to bring up the Receipts window.
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1.3 Enter Receipts

Details Currency Order Information  Outside Serices  Shipment Information
Destination
CQluantity O Type Iterm Rev  Description Location [ |
iy [T UsD(  [Expense | | [PERDIEM Ho, sppC| =
C le3s luspe  [Expense | | [PER DIEM/OTHER|HQ, SDDC |
C [p3s luspe  [Expense | [ [PER DIEM/OTHER|HQ, SDDC | |
[ |oss USD(  [Expense | | [PER DIEM/OTHER|HO, SDDC | —
[ |o9s UsD(  [Expense | | [PER DIEM/OTHER |HQ, SDDC |
C [7o0 UsD(  [Expense | | [PER DIEM/OTHER|HO, SDDC |
T [s51 luspe  [Expense | | [PER DIEM/OTHER|HQ, SDDC | .
[_P[T | »
Cirder Type |Standard Crder |DREDDS1TH47347
Supplier [DREW, SIDNEY Due Date
Itern Description |PER DIEM Hazard
Destination |HQ, SDDC OPS CTR-FUSTER, Mr. EDR UN Mumber
Header Receiver Mote | Routing |Direc‘t Delivery
Shipment Receiver Note |
( Lot - Serial Cascade Express | Header I

e Place the cursor in the Quantity field. The Enter Transaction Events window
appears.

If there is a e sign between the UOM and Destination Type
fields this indicates that there are multiple lines to review.

e Select the plus icon to display the lines.

e Enter receipt information

Form Activity |P0 Matched Receipts

Transaction Event |GV EYO 10 W EETw T e r[%

Transaction Code |Expenditure-NonGw

(o) (e
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e Place the cursor in the Transaction Event field and click the list of values icon. The
system will automatically populate the Transaction Event field to PO Matched
Receipts and the Transaction Code field to Expenditure-NonGov .

0 NOTE: Do not enable the “Do not display this window again” checkbox. If this
is done it is necessary to close out of the Receipts form and navigate back to it.

0K .
e Select ( — ) to proceed to the New Document window

e Select the line(s) you want to receive. Purchasing displays the Quantity due for the
shipment. You can override this value if you are recording a partial receipt.

e Location field defaults in from the purchase order. If the location did not default,
click the list of values icon to search for the location.

o Select £ on the tool bar to complete the receipt. The system assigns a receipt
number. The receipt number is displayed on the Receipt Header window. Make a
note of the receipt number for future reference.
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2 Receipt Corrections.
Corrections are used if a wrong amount is entered in a receipt and a user has to go back

and correct the amount.

2.1 Find Corrections

Navigate to the Find Corrections window by selecting Receiving > Corrections
from the navigator menu.

Customer

Supplier and Internal

SR Find Cormections (MTG) 5 e e L i e L T S el € ] K|

Source Type

Purchase Crder ,7
Line ’—

Reguisition ,7

Supplier '7

Receipt

Release ,—
Shipment ’—

Shiprnent
Supplier Site

Line ,—

Current Location

Receipt Details Transaction Details Shipments Destination
ltem, Rev |
Category |
Description |
Supplier ltem |
T

e Enter the receipt number in the Receipt field.

e Click ( Find

) to enter the correction.
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2.2 Enter Corrections

Details Currency Order Information  Outside Services
Transaction Parent Item
Qluantity UOM Type City ltem Rev  Description []
v | 50 us D [Deliver 1150 | | |oracle 11i Training | =
] '| m| Receive |I] | |—|0racle 11i Training |
=4 | [ | | [ | |
o] [ | | [ |
o] [ | | [ | |
o] [ | | [ | |
ol [l | | [ [ =
Al e | 3
Receipt 35605 Order |[TNGPARS6784123,
Supplier |US ARMY TRANSPORTATION SCHOO Parent Type |Receive
Description |0racle 11i Training Routing  |Direct Delivery
Destination |PARRISH, NICCI-HQ, SDDC-- Current Location |HQ, SDDC
Header Receiver Note Hazard Class
Shipment Receiver Mote

e You will see 2 lines one has “Deliver” and the receipt quantity next to it is the
quantity received to date. The next line has “Receive” and the receipt quantity
next to it has a “0” value.

e In the Quantity field before the “deliver” enter a positive or negative correction.

e Click @ to save the correction.
e Exit the window because the correction does not automatically refresh.

e Reopen the corrections window using the Find Corrections window.

e The next line has “Receive” and the receipt quantity next to it will be value that
was corrected.
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QOutside Services

Order Infarmation

Details

Currency

Transaction Parent ltem
~ Quantity  UOM Type Oty term Rev  Description []
US D Deliver [1100 |oracle 11i Training | =
|50 US D [Receive |50 |Oracle 11i Training |

[ | I
[ I
|

OO OO0 OOd

) A | 3

Receipt |35605 Order |TNGPARS6784123,
Supplier |US ARMY TRANSPORTATION SCHOO Parent Type |Receive
Descrigtion |0racle 11i Training Routing |Direct Delivery
Destination |PARRISH, NICCI-HQ, SDDC-- Current Location |HQ, SDDC
Header Receiver Note | Hazard Class ’—

Shiprnent Receiver Mote |

e In the Quantity field enter the correction (from the prior step) on the “Receive”
line.

e Click {E?? to save the correction
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3 Return Receipt

Us the Receiving Returns window to return delivered items to receiving and to return
received or delivered items to the supplier if the purchase order has neither been
cancelled nor final closed.

3.1 Find Returns

Navigate to the Find Corrections window by selecting Receiving > Returns from
the navigator menu.

7 X

Receipt
Purchase Order ’7 Releasze ,—
Line ’— Shipment ’—
Reguisition ’7 Line ,— Shipment ,7
Supplier ’7 Supplier Site ’7

Current Location
Date Ranges  Transaction Details  Shipments Destination

ltem, Rev |

Categaory |

Description |

Supplier ltem |

T

=

=
L

Clear

e Enter the receipt number in the Receipt field.

Find

e Click ( ) to enter the return.
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Y

I I—'

Details Return Fram Order Information  Outside Services
Supplier/Customer/ RA,
Cluantity UOM  Return To Lacation MNumber ltem [ 1]
Supplier [US ARMY TRANSPORTAT| g

OO OO0 Od

1

Receipt 95605

Supplier |US ARMY TRANSPORTATION SCHOO

Description |Oracle 11i Training

Destination |PARRISH, NICCI-HQ, SDDC--

Header Receiver Naote

Shipment Receiver Naote |

4

...

»

Order |[TNGPARS6784123
Parent Type |Deliver
Routing |Direct Delivery
Current Location (HQ, SDDC
Hazard Class ,—

e Enter return quantity (+ number) in the Quantity field.

e Place cursor in the Return To field and click |_ to choose Supplier if returning

goods to supplier.

e Click @ to save the return.
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4 Receiving Transactions Summary

Use the Receiving Transactions Summary window to access the receiving header
summary and receiving transaction summary windows.

4.1 Find Receiving Transactions

Navigate to the Receipt Transaction Summary window by selecting Receiving >
Receiving Transaction Summary from the navigator menu

Supplier and Internal Custamer
Source Type Receipt
Purchase Crder ,7 Release ,—
Line ’— Shipment ’—
Reguisition ,7 Line ,— Shiprnent ,7
Supplier '7 Supplier Site '7
Receiving Location ,7

Receipt Details Transaction Details Shipments Destination

ltem, Rev | Results
Category | ® Hegders
Description | T Transactions

Supplier ltem |

( Clear ) ( Find )

e Enter the receipt number in the Receipt field.

Find

e Click ( ) to view the receipt header summary.
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| % Receipt Headers Summary

2
Receipt Date Supplier Supplier Site Shipment Mumber || Ship Date
B bs6os 01 JUN.2004 09:23 [US ARMY TRANSF [01 | | 8
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | |
| | | | | | <
A U L | »
Transactions

Transactions

e Click ( ) to view the receipt transactions summary.

3

Transaction Type Guantity UOM || Date  ||ltem ||Rev | Destination Receipt ZSource
B - Receive h1so US D([01JUN | | |Receiving 55605 [Supplier =
[ Deliver 1150 US D([01JUN | [ |[Expense 55605 [Supplier
[ cCorrect |50 US D([01JUN | | [Expense 55605 Supplier
|7| Return to Receiving |5I] |US Di |I]1JUN | | |Expense |55I3I]5 |Supp|ier
|| Return to Supplier  [50 [us D|o1JUN | | |Receiving 55605 [Supplier
(I | ) | | |
[ | ) I I | | v
q rrree | ’

Order Type |Purchase Order Crder [THGPARSG784123
Source |US ARMY TRANSPOR] Transaction Date ’W

Itemn Description |0racle 11i Training Hazard
Destination |PARRISH, NICCIHO, SDDC-- UNMNumber |

Header Receiver Note | Routing |DirectDeIivery

Header

Shiprment Receiver Mote |
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5 Adjust Acceptance Date

Navigate to the Find Prior Receipts window by selecting Receiving > Adjust
Acceptance > Prior Period Receipts from the navigator menu.

%Fiﬂd Prior Receipt

Receipt Numher| r
PO Numher| Frelloeen ’7
Line Shiprment li
Supplier|

[ cear ] [ Fna )

e Enter the receipt number in the Receipt Number field or select the list of values
icon to search for the receipt number.

)

e Select

to go to the Prior Period Receipts window.

~ Receipt Mumber Type Oty Date Actual Date Supplier
| 54991 |RECEIVE 1319.6|26.APR2004  [24.APR2003 |- TEXTAINER EQUIPMEN

AL il iRt ’

e Enter the actual date received in the Actual Date field.

o Select £¥ on the tool bar to complete the receipt.
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